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Special Commercial Course, for High and 
Continuation Schools. 


Prefatory Memorandum. 


In the following revised special Commercial Course for the High and 
Continuation Schools, the Department of Education seeks to correct the 
faults which experience has shown to exist in the present course. It is 
now placed in the hands of the Principals and the Commercial teachers for 
consideration until the close of the present half-year. 


The proposed course is a two years’ one, and is intended to provide a 
fair elementary education with such special attention to the commercial 
subjects as will fit a pupil for one of the less responsible business positions. 
The subjects are obligatory except where an option is indicated; but where 
local conditions necessitate any modification, the Principal may make them, 
subject to the approval of the Inspector. 


Course of Study—First Year. 


1. Englsh Literature : The ordinary course of the Lower School, 

2. Practical English Grammar and English Composztion. Business 
correspondence including letters of introduction, application, and invitation, 
advertisements, notices, orders. 
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3. HAzstory : The ordinary course of the Lower School. 


4. Geography: The ordinary course of the Lower School in Mathematical, 
Map, Physical, and Commercial Geography, with a special course in the 
products and industries, communication aud transportation, and domestic 
and foreign trade. 


5. Reading : The ordinary course of the Lower School. 


6. Spelling : Words in common use, commercial terms, common 
geographical names, names of noted persons. 


7. Drawing : The ordinary course of the Lower School. 


8. Writing: Special attention to position and movement and the prin- 
ciples of letter construction. The formation of a graceful business hand. 
Figures, ledger headings, addresses. (Five periods a week.) 


9. Arithmetic: Review of elementary work. Percentage and its 
applications to loss and gain, trade discount, commission, insurance, 
taxes, duties, interest and bank discount. Special attention to rapid 
calculation and mental arithmetic. Elementary Mensuration. 

10. Shorthand : \saac Pitman’s Short Course in Shorthand. 

11. Bookkeeping and Commercsal Transactions : 

Simple business forms; Receipts, promissory notes, drafts, orders, 
deposit slips, cheques, bank drafts, bills of goods, invoices, accounts, 
endorsements and consequent liability. 

Double and Single Entry, involving the use of Journal, Cash book, 
Invoice book, Sales book, Bill book, Ledger, Financial statements, and 
closing the books. Changing from Single to Double Entry. 

12. Physical Culture: The ordinary course of the Lower School. 
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13, Algebra: The ordinary course of the Lower School (optional except 
for pupils who take the two years’ course). | 

14, French and German : The ordinary course of the Lower School with 
emphasis on business correspondence. (Both languages or either, optional 
in the case of pupils who take the full course.) 


) Second Year. 


l. English Literature : The ordinary course of the Lower School. 

2. Compostticon : The course of the First year continued, with special 
attention to correspondence. 

3. History -—First Term: How we are governed: Parliament, legis- 
lature, municipal government. 

4, Geography :—SECOND TERM : Study of Commercial products, their 
source, preparation, supply, markets. Mechanism of Commerce. 

5. Spelling : The course of the First Year continued. 

6. Drawing : The ordinary course of the Lower School. 

1. Writing : The course of the Lower School continued. (Two periods 


per week.) 

8. Arithmetic : The Lower School course continued, with continued 
special attention to rapid calculation and Mental Arithmetic. 

9. Bookkeeping and Commercial Transactions : Use of special columns in 
books of original entry. Partnership and sharing of profits by different 
methods. Commission business. Manufacturing accounts, Trading 
account and comparative statements. Simple Joint Stock Company 
accounts. Practical treatment of freight, duties, discounts, bad debts, 
contracts, negotiable paper, statutes of limitations and of fraud, money 
and bank, partnership, collection of accounts, insurance. 

10. Shorthand : Speed of 80-100 words per minute ; transcription on type- 
writer at 15-30 words per minute. 

ll. Zypewriting: The Touch method; Letter-writing ; addressing 
envelopes and postcards ; legal forms. Speed of 30 words a minute. 

12. Phystcal Culture : The ordinary course of the Lower School. 

13. Algebra : The ordinary course of the Lower School. 


14. French and German: The ordinary course of the Lower School 
continued, with special attention to commercial correspondence. 


Third Year. 


In a few Schools in the larger centres of population, a Third Year’s 
Course may be practicable. The Minister will consider, with a view to 
approval, any proposal made therefor by a Board of Trustees. It is 
recommended that such course be constructed on the following lines: 

The continuation of the work of the Second year in English Literature, 
English Composition, Arithmetic, Bookkeeping, Shorthand, Typewriting, 
and the Language option, with 

(1) An outline of the leading events in the History of Commerce with 
special reference to modern times ; and 

(2) The Mechanism of Commerce and the laws of production, exchange, 
and distribution of wealth. 


